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ABSTRACT 

Technological advances have brought about changes in 
office practices and procedures and in the skills and knowledge 
required of office workers. This report on the changing work 
environment of the office and the resulting implications for business 
education should be of interest to all those involved in the 
education, training, and retraining of office workers. This Illinois 
study surveyed (1) the present status of office education programs in 
high schools and community colleges, (2) the hardware and practices 
found in the offices, and (3) projections for future office education 
programs and curriculum development. (JS) 
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PREFACE 



It is anticipated that this study is the beginning in Illinois 
of a continuing dialogue with business and industry which office 
educators will continue in the future* The Questionnaires developed 
as a part of this study provide a vehicle for collecting data for 
improving and updating school programs of office education. It is 
hoped that this report will provide an analysis and synthesis of 
present and future office techniques to enable curriculum directors, 
curriculum committees, classroom office educators, and their adminis- 
trators at the secondary and community college levels to use 
data collection techniques on a local school level. 

Ibis study does not contain evidence regarding curriculum for 
youth and adults with special needs. The collection of data fr om 
the inner cities or urban communities were beyond the resources 
available for the study. Certainly the problems of +hese urban 
youth and adults must be considered in curriculum revision patterns— 
not only as the problem affects urban schools but also as 
problems are arising in less populous areas. 

It is the desire of the investigator to express her sincere 

appreciation for having had the opportunity to pursue and finalize 

<• + 

the enclosed study. 



Anna Mahaffey 
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